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INTRODUCTION 


Excerpts from E.B. White's introduction to the Second Edition of 
The Elements of Style: 


CoeceoccesceccoeceeoeoeecoeesooseoooeeOooOCCOD 


At the close of the first World War, when I was a student at Cornell, I 
took a course called English 8. My professor was William Strunk, Jr. A 
textbook required for the course was a slim volume called The 
Elements of Style, whose author was the professor himself. The year 
was 1919. The book was known on the campus in those days as “the 
little book,” with the stress on the word “little.” It had been privately 
printed by the author. 


The Elements of Style,... seemed to me to contain rich deposits of 
gold. It was Will Strunk's parvum opus, his attempt to cut the vast 
tangle of English rhetoric down to size and write its rules and 
principles on the head of a pin. ... In its original form, it was a forty- 
three page summation of the case for cleanliness, accuracy, and brevity 
in the use of English. Today, fifty-two years later, its vigor is 
unimpaired, and for sheer pith I think it probably sets a record that is 
not likely to be broken....somewhat audaciously, and in an attempt to 
give my publisher his money's worth, I added a chapter called “An 
Approach to Style,” setting forth my own prejudices, my notions of 
error, my articles of faith. This chapter... is addressed particularly to 
those who feel that English prose composition is not only a necessary 
skill but a sensible pursuit as well—a way to spend one's days. I think 
Professor Strunk would not object to that. 

I have now completed a second revision of the book, for this new 
second edition. Chapter IV has been enriched with words and expressions 
of a recent vintage, fresh examples have been added to some of the rules 
and principles of the earlier chapters, amplification has reared its head in a 
few places in the text where I felt an assault could successfully be made on 
the bastions of its brevity, and in general the book has received a thorough 
overhaul to correct errors, delete bewhiskered entries, and enliven the 
argument. 

Professor Strunk was a positive man. His book contains rules of 
grammar phrased as direct orders. In the main I have not tried to soften his 
commands, or modify his pronouncements, or remove the special objects 
of his scorn. I have tried, instead, to preserve the flavor of his discontent, 








while slightly enlarging the scope of the discussion. The Elements of Style 
does not pretend to survey the whole field. Rather it proposes to give in 
brief space the principal requirements of plain English style. It 
concentrates on fundamentals: the rules of usage and principles of 
composition most commonly violated. 


SOOLCOHHOTHHOHHHHHHSOHOOHSOHEOHOOEOSEOOBDOOEOe 


All through The Elements of Style one finds evidences of the author’s 
deep sympathy for the reader. Will felt that the reader was in serious 
trouble most of the time, a man floundering in a swamp, and that it was 
the duty of anyone attempting to write English to drain this swamp quickly 
and get his man up on dry ground, or at least throw him a rope. 


..Perhaps the book has become something of a curiosity. To me, it 
still seems to maintain its original poise, standing, in a drafty time, erect, 
resolute, and assured. I still find the Strunkian wisdom a comfort, the 
Strunkian humor a delight, and the Strunkian attitude toward right-and- 
wrong a blessing undisguised. 

E. B. WHITE 
November 1971 


SYSTEM REQUIREMENTS 


The Elements of Style has these minimum hardware and software requirements: 
e Macintosh Plus, SE, SE/30, II, Ibx, cx, IIci, or IIfx 
e System 6.0 or later ) 


e 227K of available disk space 


ABOUT THE DISKS 
The Elements of Style is shipped on a standard, 800K floppy disk. 


Note: Data files have been altered to fit on a floppy disk. Do not attempt to copy 
the files directly to your hard disk. Use the Installer that is provided. 








INSTALLING THE ELEMENTS OF STYLE 


Installation requires just a few minutes. The Installer will copy all of the files to your 
chosen location. 


Note: DO NOT COPY THE FILES FROM THE FLOPPY DISK DIRECTLY TO YOUR 
HARD DISK. Data files have been altered to fit on a floppy disk. Do not 
y attempt to copy the files directly to your hard disk. The Installer program will 
copy all of the Elements of Style data files and the INFODESK desk accessory 
to your chosen location. 


IN BRIEF... 


1. Make a backup copy of the original disk. Use the backup for the installation. 
Keep the original disk in a safe place. 


2. Make a new folder on your hard disk and name it Elements of Style (or any 
name you choose). 


2. Place the disk in your drive and double-click on the Installer. 


3: “Click . Select your Elements of Style folder and click (save) 


4. Select the portions of The Elements of Style to install. All are recommended as 
long as there is 227K of available disk space 


5. Click (instar) 


6. Follow the screen prompts. 


7. Install the INFODESK desk accessory. It will be found in the Elements of Style 
folder. 


(For instructions on using the Font/DA Mover, please see page 23.) 


STEP BY STEP... 


1. Start your system. 


2. Make a backup copy of the original disk. Use the backup for the installation. 
Keep the original disk in a safe place. If you are not familiar with the procedure 
for making backup disks, see your Macintosh Owner's Guide. 


3. Make a new folder on your hard disk and name it Elements of Style (or any 
name you choose). 


4. Place Disk 1 in the drive. 
@ 12 items 


EofS Installer 
5. Double-Click on the 


EofS Installer icon. 


A} 


Font/D4 Mover 3.8 


Click on the items to install onto: 


“Hard Disk” 


. Where 
Basic Elements of Style Data 


Definitions Hemave 
6: Glick [ Where } _ | Reverse Dictionary 


Stay 
Space Required: OK 
Space Available: 25011K 


—) Elements of Style 


7. Select the folder that you 
created for this purpose. 


Click (Save) 


| Please select the folder to 
copy the dictionaries into: Cancel 














8. Select the portions of The Elements of Style to be installed. 


e Select all if you have 


227K of available disk Click on the items to install onto: 
space (135K for data, “Hard Disk” 
92K for the INFODESK PRY Cen a TU Leek CTT CM EES 


desk accessory). Teves Remove 


Reverse Dictionary 


e Or you may wish to 
install a subset of The 
Elements of Style to 
conserve disk space. 


Space Required: 135K 
Space Available: 25011TK 





Basic Elements of 
Style™ Data with definitions requires 92K of disk space. 


The addition of Reverse Dictionary, for powerful free text search functions, 
brings the total disk space required for data to 135K. 


9. Click . A message will be displayed when the installation is complete. 


10. The INFODESK desk accessory is now located in your Elements of Style folder. 
Install the INFODESK desk accessory into your system with Font/DA Mover. If 
you are not familiar with the use of Apple's Font/DA Mover, please refer to 
Appendix A (page 24) for instructions. 


Note: If you have an older version of Inside Information installed on your system, 
please see the Readme file on disk for updating Inside Information to work 
with the INFODESK desk accessory. 


OVERVIEW 


For maximum power and flexibility, INFODESK offers three primary views into 
The Elements of Style. The first time you use INFODESK, the Outline View will be 
active. Subsequently, the first active window will be the one that was last active 
when INFODESK was closed. The Outline and Graphic Views are excellent tools for 
browsing through the wealth of The Elements of Style. The Reverse Dictionary is a 
powerful search engine for finding a topic via its contents. 

The Outline View (4O) presents the chapter headings and topic titles as a 
scrollable, expandable, collapsible outline. 





Elements of Style 





ELEMENT ARY RULES OF USAGE 
ELEMENTARY PRINCIPLES OF COMPOSITION 
& FEW MATTERS OF FORM 
Colloquialisms 
Exclamations 
Headings 
Hyphen 
Margins 
Numerals 
Parentheses ~ 
Quotations 
References 
Syllabication He 
Titles I 


& FEW MATTERS OF FORM: Parentheses 


Parentheses. 























Chapter List, 
expandable to 
topic lists 













Chapter:Topic Identifier Line 


Topic Box 


Kel mm 


A sentence containing an expression in parentheses is punctuated outside the 


The Graphic View (4G) offers the chapter headings and topic titles in 
independently scrollable columns. 














Parentheses 


Word Entry Box 


Elements of Style 


All right 


é 


AN APPROACH Allusion, Musion 


TO STYLE (with at >| FRR 


Alternatis 


WORDS AND EXPRESSIONS COMMONLY MISUSED: Alternate, Altemative 


Alternate, Alternative. 
The words are not always interchangeable as nouns or adjectives. The first 


Alternate, Alternative 





The Reverse Dictionary (#D) provides a unique and powerful method of 
locating a topic by its contents. Just enter a word, a group of words, or even part of 
a word from the topic. 


10 



















Elements of Style 


Which articles contain: ata Rt emy eM Gets esther 
When to use a comma 

When to use a period 

Proper use of a dash 






4 found 






(_] Partial Word 


ELEMENTARY RULES OF USAGE: Proper use of a comma with parenthetic expressions 
Proper use of @ comma with parenthetic expressions. 
Enclose parenthetic expressions between commas. 
MULTIPLE REFERENCE BOOKS 


The Elements of Style is one of a number of references that are available or 
planned for use with INFODESK. When more than one reference set is installed, 
you will be offered a choice of references each time you open INFODESK. Click on 
the reference you wish to use and INFODESK will open the first window. 


Once INFODESK is open on your desktop, you can quickly change references 
by selecting Switch Reference Sets... from the INFODESK menu. 


Note: If you have an older version of Microlytics’ Inside Information installed on 
your system, please see the Readme file on disk. A utility is provide to update 
Inside Information to work with the INFODESK desk accessory. 


Je 


USING ELEMENTS OF STYLE 


OPENING INFODESK 


INFODESK is the desk accessory that provides your access to The Elements of Style. 
To open INFODESK: | 3 


e Pull down the desk accessory menu. 
e Select INFODESK. 


e If you have more than one INFODESK reference book installed, select 
The Elements of Style in the window provided. 


THE OUTLINE VIEW (30) 


When the Outline View first opens, the 5 chapter headings are listed. 


Elements of Style 
ELEMENT ARM RULES OF USAGE 
ELEMENTARY PRINCIPLES OF COMPOSITION 
A FEW MATTERS OF FORM 
WORDS AND EXPRESSIONS COMMONLY MISUSED 
AN APPROACH TO STYLE (with a List of Reminders) 


LEMENTARY RULES OF USAGE 





[te now Pat) [rest tem) 


e Whenever you return to the Outline View from another view, the Outline 
View will display the same chapter and topic as the previous window. 


e To expand a chapter into its topics, or a topic heading into its contents, 
double click on the item or select the item and press #E. 


e Use the standard scroll bar, or the arrow keys to scroll through the lists. 


dz, 
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THE GRAPHIC VIEW (3G) 
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Independently scrollable columns provide another way of viewing and 
maneuvering through the hierarchy. 


Elements of Style 


All right ri 


Allude, Refer 


4N APPROACH Allusion, Musion 


TO STYLE (with a+] Papeete 
aa Ea 


WORDS AND EXPRESSIONS COMMONLY MISUSED: Alternate, Alternative 


Alternate, Altemative. 


The words are not always interchangeable as nouns or adjectives. The first 


Alternate, Alternative Show Path|| Last Item 


e Whenever you change to the Graphic View from another view, the Graphic 
View will display the same chapter and topic as the previous view. 





e The hierarchy flows from left to right. 
e Each level of the hierarchy may be scrolled separately. 


e Use the standard scroll bars or the arrow keys to scroll through the lists (the 
arrow keys will scroll the column that is furthest to the right). 


e To expand a chapter into its topics, or a topic heading into its contents, 
double click on the item or select the item and press XE. 


e To collapse a list, double click on the heading for that list, or press #K. 


e Many chapter names are truncated to fit. Single click on any chapter name to 
display the full name on the Category:Term Identifier Line. 








pp 


FIND, SHOWPATH, AND LAST WORD 
is located at the bottom of the main window in the Outline and 


Graphic Views. It allows you to locate a topic by entering the name or any part of 
the name of the topic 


e Enter the word(s) to be found. Click ; 
e looks for precise matches. It is advisable to enter the minimum 


words needed to identify the topic. (Case is ignored; ie., it is not necessary to 
capitalize proper nouns.) 


Example: If you entered number of subject, no topics will be found. The 
defined term is Subject number. Simply entering either subject or 
number will find the topic. 


e Many words are found in more than one topic title. 


Example: Eight of the topics under Elementary Rules of Usage begin with 
the word Proper. 


changes to (Fina Newt) Click to display the next found 


topic. When all found topics have been shown, a beep will sound and the 
first find will be displayed again. 


e Once a topic has been found, click to display the topic’s position 
in the hierarchy. 


In the Outline View, the term may be scrolled off of the screen when you 
"show path.". If the topic title is off of the screen, the scroll bar can be used 
to scroll the list until it is visible. 
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INFODESK will remember the last 24 topics that have been displayed during 
the current work session. 

e Click and hold to display a list of previously viewed terms. 

e Move the pointer to any item and release the clicker to display that topic. 


e Move the pointer off of the list before releasing and the original topic will 
remain in the display. 


e If you would like to see the path to the chosen word, click to 
update the hierarchy. 


Elements of Style 








Proper use of a 
ELEMENTARY © FARCE 












Headings 
When to use a comma 

Do not overstate 

Place yourself in the background 

Use the active voice 

Subject number 

Proper use of a comma with conjunctions 
And/or 

Anybody 

Numerals 

Allude, Refer 

Among, Between 

ee Proper use of pronoun case 





Pronoun case 
Proper use of a 
participial 





Nea 














ELEMENTARY RULES OF USAGE: Proper usé 


Proper use of pronoun case. 



















Use the proper case of pronoun. The ¢ 


16 








tay 


THE REVERSE DICTIONARY (3D) 


It’s on the tip of your tongue — but what is it? You know something about the 
topic but not the title?. 


e Enter a word, a short phrase, or even part of a word in the “What is the word 
for:” window. It can be any part of the topic (except a few very common 
words; eg., the, and, it, etc.) 


Boolean Search Logic 


e To narrow the search, enter more than a single word: the only topics listed 
will be those that contain all of the words you entered Gn any order). 


e To broaden the search use “or”: When two words or groups of words are 
separated by or, all topics that contain either word or group of words will be 
listed or” itself is too common to search for). 


e Click . The Elements of Style will find matches for your example 
word(s) wherever they are in the hierarchy (topic, topic title, or chapter 
name) and list the locations in the “Matches:” window. 


Elements of Style 


Reverse Dictionary Matches: 


Which articles contain: Mae MCR AMA C MTR etn P| 


When to use a comma 
When to use a period 
Proper use of a dash 
4 found 
a 


[] Partial Word 
ELEMENTARY RULES OF USAGE: Proper use of a comma with parenthetic expressions 


Proper use of a comma with parenthetic expressions. 


Enclose parenthetic expressions between commas. 





e Click on any word in the “Matches:” window to display a topic if available. Switch to 


Outline or Graphic View and click to graphically see how the word fits in 
the hierarchy. 
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PARTIAL WORD 


When you are not sure of spelling, or which inflected form is used (-ed, -er, - 
ing, etc.), Partial Word allows The Elements of Style to find matches from the 
slightest clue. Enter part of a word or the root word, and the match list will show all 
terms that contain any words that include the fragment you entered. 


e An x indicates that Partial Word is active. Click once in the box to turn it on 
or off. 


e In the example below, “parallel” is misspelled as “paralel.” With the power 
of Partial Word, Reverse Dictionary did a successful search. 


Elements of Style 


| ss Rewerse Dictionary = ——(i‘éCMattchhess | ss Rewerse Dictionary = ——(i‘éCMattchhess Matches: 


Which articles contain: Avoid a succession of loose sentence a 


meee CUO te R eee Cero eT Tea 
aralel construction 
P Prefer the standard to the offbeat | 


4 found 


i] Partial Word s 


ELEMENTARY PRINCIPLES OF COMPOSITION: Express coordinate ideas in similar form 
Express coordinate ideas in similar form. 


This principle, that of parallel construction, requires that expressions similar in 





Note: This type of search may locate a very large number of matches (to a 
maximum of 1000). If the search appears to be taking too long, you may 
press 3. to stop the search and list the matches that have been found so far. 








THE INFODESK MENU 


INFODESK™ 

Outline View 

“Graphic view a6G 

Reverse Dictionary a6 0 

eigidi: Hidi< ip 

*. Display Article (2A) allows formGre-cOnip let eo) ee nrnmannrnnnnnt 
display of long topics by bringing forward an 
expandable text window. 





VIEWS 


e Switch views at any time by selecting from the 
menu or by pressing #O, #G or #D. 









Collapse 


Save Bookmark 
Open to Bookmark... 







Click anywhere in the main Infodesk window, or 
press #O, #G or #D to bring the chosen view 
forward. 


HIERARCHY CONTROL 


e Use Expand and Collapse in either the Outline or 
Graphic View to move up and down the 
hierarchy levels. 


Switch Reference Sets... 





BOOKMARKS 


e Once you've located a topic (and the path is displayed) you can place an 
electronic bookmark to enable INFODESK to quickly return to the same 
location at any time. 


e Bookmarks are saved to a file on your hard disk. The list remains available 
between uses of the INFODESK. 


e Bookmark functions are only available from the Outline and Graphic Views. 


SAVING BOOKMARKS 


e Once a topic's path is displayed, choose Save Bookmark (6M) to add the 
current path to the Bookmark List. 


If the topic was located by maneuvering through the hierarchy in the 
Outline or Graphic View, press 4M to save a Bookmark. 


If the topic was located by , Click before pressing #M. 


If the topic was located by Reverse Dictionary, return to either the Outline or 
Graphic View before you press #M. 


e INFODESK will remember the last 15 Bookmarks saved. 
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RETRIEVING BOOKMARKS 


e Choose Open to Bookmark (4B) to display a list of previously saved 
bookmarks. . 


ELEMENT AR'Y RULES OF USAGE: Proper use of a comma with conjunctions * 
ELEMENT AR? RULES OF USAGE: Proper use of pronoun case * 

4 FEW MATTERS OF FORM: Hyphen* 

4N APPROACH TO STYLE (with a List of Reminders): OVERVIEW * 

ELEMENT AR’ RULES OF USAGE: Proper use of "'s"* 

ELEMENT 4R'Y PRINCIPLES OF COMPOSITION: Choose a suitable design and hold to it* 
Bcd a | BC da ee Cc ll | ao | 

WORDS AND EXPRESSIONS COMMONLY MISUSED: In the last analysis * 





e Select a Bookmark with a single click, then click (or use a double 
click). The current View will move to the selected portion of the hierarchy. 


Press #E to display the chosen topic (The item name may be off of the 
screen.) 


e Click to close the Bookmark list without making a selection. 


e Select a Bookmark with a single click and click to delete the item 
from the Bookmark list. 


COPY DEFINITION 


e This choice is available in all three views whenever the contents of a topic 
are displayed. 


e Choose Copy Definition to copy the entire contents of the current topic to 
the clipboard, ready for pasting into any other Macintosh application. 


20 











PRINT 


e Choose Print to send the entire contents of the current topic to your chosen 
printer. 


e This choice is available in all three views. 


e Once you select Print, the standard Macintosh page setup and print 
windows are presented. 


SWITCH REFERENCE SETS... 


e If you have more than one INFODESK reference book installed on your 
system, this option will allow you to change books without closing 
INFODESK. 


e If you have an old version of Inside Information installed on your system, 
please see the Readme file on disk for updating Inside Information to work 
with the INFODESK desk accessory. 


Al 


TECHNICAL SUPPORT 


If you have a problem installing or using The Elements of Style, our Technical Support 
Specialists will be glad to help you. We ask that you follow these steps before you call 
or write: | 


e Read the section of the manual that describes the procedure that you are 
trying to perform. 


e Be certain that you are not encountering a problem with your hardware. 
If you are unable to solve the problem, write to us: 


Microlytics, Two Tobey Village Office Park, Pittsford, NY 14534 
Att: Technical Support 


Please include your daytime phone number and the best time to reach you. 

Or give us a call at (716) 248-9620. 

Please provide the following information in your letter, or have it at hand if you phone: 
e Product name, version number, serial number. 
e Version of your system software. 


e The computer hardware, peripherals and any CDEV and INIT programs that 
you are using. 


CUSTOMER SERVICE 


For faulty disk replacement and update information, product warranty and other non- 
technical questions, please call (716) 248-9150 and ask for Customer Service. 


At Microlytics, customer satisfaction is our main concern. We periodically enhance our 
products in response to the needs of our customers. We appreciate your requests and 
suggestions; your comments help us improve our products for you. 





APPENDIX: USING FONT/DA MOVER 


The following instructions assume that you have already used the Installer (see page 8). 


rE 


vs 
8. 


Place The Elements of Style Disk 1 in 
the drive (this is not necessary if 
Font/DA Mover is on your hard disk). 


Open the Elements of Style Folder on 
your hard disk. 


Double-click on the INFODESK™ DA 
icon. This will open Font/DA Mover. 


Click Open. 


The standard Open Dialog will appear. 


Select the System file in the System 
Folder on your hard disk. Click Open. 


Click once on INFODESK™ to select it. 


Click >>Copy>>. 
Click Quit. 


The INFODESK desk Accessory is now 


installed into your System File and is ready 


to use. 





© Font 
@ Desk Accessory 


a) (too 


Mover 


INFODESK™ DA 
on Hard Disk 
S0141K free 


© Font 
@ Desk Accessory 


ri Alarm Clock 


Chooser 


Control Panel 


Find File 


Mover 


Key Caps 
Scrapbook 


INFODESK™ DA; System 
on Hard Disk on Hard Disk 


S0141K free S0141K free 


Note: If you have an older version of Inside Information installed on your system, 
please see the Readme file on disk for updating Inside Information to work 


with the INFODESK desk accessory. 
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LIMITED WARRANTY 


Microlytics warrants the enclosed disk and documentation on which this program is furnished 
to be free from defects in materials and workmanship for a period of 60 days from date of 
purchase. In the event of notification within the warranty period of defects in material or 
workmanship, Microlytics will replace the defective disk or documentation. 


THE ABOVE IS THE ONLY WARRANTY OF ANY KIND, EXPRESSED OR IMPLIED, 
INCLUDING BUT NOT LIMITED TO THE IMPLIED WARRANTIES OF MERCHANTIBILITY AND 
FITNESS FOR A PARTICULAR PURPOSE THAT IS MADE BY MICROLYTICS ON THIS 
PRODUCT. MICROLYTICS SHALL NOT BE LIABLE FOR ANY DIRECT, INDIRECT, 
CONSEQUENTIAL, OR INCIDENTAL DAMAGES ARISING OUT OF THE USE, THE RESULT 
OF USE, OR INABILITY TO USE THIS PRODUCT. 


MICROLYTICS LICENSE AGREEMENT 


Please read all of the terms and conditions of this agreement before using or copying the 
enclosed program. As the original purchaser of this program, you have a nonexclusive license 
from Microlytics to use the program on a single personal computer. You may physically transfer 
the program from one computer to another provided that the program is used on only one 
computer at a time. Except to make archival copies for backup purposes and to protect your 
investment from loss, you may not copy, modify, or transfer this program in whole or in part. 
This program is copyrighted, and any unauthorized copying is prohibited by applicable law. 
Simultaneous use of this program on separate computers requires separate license or licenses 
from Microlytics. 








